
1) ONCE YOUR CASE HAS BEEN ASSIGNED TO A CONTRACT GRANT SPECIALIST, YOU WILL 

RECEIVE AN E-MAIL THAT WILL NOTIFY YOU THAT YOUR CASE HAS BEEN ASSIGNED.  

PLEASE SEE SAMPLE BELOW: 

“THIS EMAIL IS A NOTIFICATION FROM THE STATE OF MAINE DIVISION OF PURCHASES TO INFORM YOU 

THAT WE HAVE ASSIGNED YOUR DOCUMENT PM-1772 FOR REVIEW TO ONE OF OUR STAFF. PLEASE 

ALLOW 5 BUSINESS DAYS FOR US TO REVIEW YOUR DOCUMENTS” 

 

2) IF YOU WANT TO SEE WHO IT WAS ASSIGNED TO, YOU WOULD CLICK ON MY CASES.  IF 

THIS DOES NOT APPEAR ON THE LEFT HAND SIDE OF YOUR SCREEN, CLICK ON THE BOX 

AS INDICATED BELOW 

 

 

 

 

  



3) AFTER YOU CLICK ON “MY CASES”, LOCATE THE CASE THAT YOU RECEIVED THE E-MAIL 

FOR AND SCROLL OVER TO THE ASSIGNED COLUMN.  YOU WILL BE ABLE TO SEE THE 

CONTRACT GRANT SPECIALIST IT WAS ASSIGNED TO.  YOU WILL ALSO BE ABLE TO SEE 

THE STATUS OF ALL OF YOUR CASES. 

 

 

 


